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THE DEPOSITORY SERVICES PROGRAM 


OBJECTIVE: 


The overall mandate and policy objective of the Canadian Government 
Publishing Centre is outlined in the Treasury Board Administrative Policy 
Manual, Chapter 335, Publishing: 


“The policy objective of the Publishing Centre is to assist the 
federal government in keeping the public informed of the poli- 
cies, programs and services of government through the provi- 
sion of a coordinated and effective publishing system. This 
system ensures that timely and efficiently marketed printed 
material of good and consistent quality, containing information 
of value to the economic, social or cultural welfare of Cana- 
dians, is made available to the public either through sale or 
free distribution.” 


With regard to free distribution, the Publishing Centre is provided 
with an appropriation from Parliament, with which it operates the deposi- 
tory services program. This program enables libraries across Canada to 
obtain Government of Canada publications free of charge and thus maintain 
comprehensive collections. 


DEFINITIONS: 


Weekly Checklist of Canadian Government Publications (pink) — a 
weekly listing of all new government publications that have been released 
during the previous week. It is mailed to all depositories automatically. 
Institutions and individuals other than depositories may obtain the Check- 
list by subscription. 


Special List of Canadian Government Publications (green) — a 
listing of government publications that is issued on an irregular basis 
(usually monthly), is mailed with the Weekly Checklist and includes the 
following: 


1) publications that do not appear on the Weekly Checklist 
for a variety of reasons. 


2) reprints of publications that have already appeared on 
the weekly Checklist. 


Full Depository Library — a Full Depository Library automatically 
receives one free copy of all publications appearing on the Weekly Check- 
list of Canadian Government Fubiicaitions. 


Selective Depository Library — a Selective Depository Library is 
entitled to receive one free copy of all publications it selects, i.e. elects to 
receive, from the Weekly Checklist of Canadian Government Publications. 


ELIGIBILITY FOR RECEIPT OF DEPOSITORY STATUS: 


Full depository status is granted to those libraries that are nominated 
and approved by a Committee consisting of representatives of the Depart- 
ment of External Affairs, the National Library and the Canadian Govern- 
ment Publishing Centre. The status is granted as either English or French 
or bilingual, depending on the clientele of the library in question. 


At present, there are 51 full depositories consisting of the Legislative 
Library in each province, as well as a selection of major university libraries 
and large public libraries. By ensuring that full and comprehensive collec- 
tions of government publications are maintained by the full depository 
libraries across Canada, the Publishing Centre is able to provide an 
optimum distribution and availability of all government publications to 
all Canadians. 


The categories of persons and institutions entitled to receive selective 
depository status are: 


— the Governor General; 
-= senators and members of the Parliament of Canada; 


— the central library of departments of the Government as listed 
in schedules A & B of the Financial Administration Act and 
Research Bureaux of federal political parties officially recog- 
nized by the House of Commons; 


— the designated resource library in each provincially recognized 
library region; 
— municipal public libraries of Canada; 


— foreign libraries as recommended jointly by the National 
Library and the Department of External Affairs; 


— libraries of foreign legislatures and parliaments and other 
libraries exclusively for parliamentary papers as recommended 
by the Parliamentary Librarian; 


— libraries of educational institutions above the secondary 
school level; 


— the Press Gallery of the House of Commons (Ottawa), daily 
newspapers, selected weeklies, and selected privately owned 
radio and television stations; 


— education, social or political organizations of international 
character, or other public institutions in foreign countries, as 
may be recommended jointly by the Department of External 
Affairs and the National Library. 


The criteria for the receipt of selective depository status by Canadian 
public and educational libraries are very clearly defined: 


a Open to general public or clientele at least twenty hours 
per week. 
a One full time employee 


3. a) 2,000 population in the town or city (only applies to 
public libraries) 
or 
b) 1,500 population — full and part-time students and 
teaching staff (only applies to universities) 
or 
C) 1,000 population — full and part-time students and 
teaching staff (only applies to community colleges). 


Should a Canadian public library or educational institution above 
the secondary school level wish to become a depository library for Cana- 
dian Government publications, they may send a request to the Publishing 
Centre. The Centre will then evaluate this request against the above 
criteria and the institution will be informed promptly of the decision. 


RESPONSIBILITIES ACCOMPANYING RECEIPT OF THE 
STATUS OF A DEPOSITORY LIBRARY 


1. All Checklist orders must be returned to the Publishing Centre 
within 40 working days from the date of issue. 


2. Requests for subscriptions to serials must be made on official letter- 
head, should they not have been selected on the Consolidated List 
of Serials. 


4. The depositories are asked to select only the titles that are best 
suited to the needs of their clientele. 


4. The publications received must be processed and made accessible 
to the general public or their clientele within a very short time. 


5. A missing requested monograph or a missing issue of a requested 
serial must be claimed within the forty working days from the date 
of release. 


6. As ageneral rule, all monographs and serials must be maintained in 
the library as a permanent collection. However, there are several 
exceptions: 


A) Statistics Canada serials must be kept at least 10 years. 

B) Pages from loose-leaf publications may be disposed of as 
soon as they are replaced by new ones. 

C) Parliamentary publications may be disposed of as follows: 


i Debates of the House of Commons and Senate after 
bound volumes are received. 

2 Bills of the House of Commons and Senate after they 
have been enacted into law. 

oF All other Parliamentary Publications may be disposed of 


one year after the prorogation of the session. 


THE MECHANICS OF DISTRIBUTION OF GOVERNMENT OF 
CANADA PUBLICATIONS TO DEPOSITORIES 


Upon completion of a manuscript, a department is required to 
obtain the ISBN and catalogue numbers from the Publishing Centre and 
consultations are held with officials of the Centre concerning list price, 
promotion and quantities to be printed. A printing requisition is then 
raised, specifying the number of copies that will be set aside to fill Check- 
list orders. The quantity of a publication set aside for Checklist orders will 
vary depending on the contents of the publication i.e. of broad or narrow 
interest to the general public. The publication is printed and delivered to 
the Publishing Centre’s warehouse. Upon its receipt, the merchandise is 
entered into inventory and a copy is immediately dispatched to the Docu- 
mentation section for inclusion in the Weekly Checklist. This process is 
repeated for federal Government publications on a daily basis. The 
Documentation section then lists the publications and produces a Weekly 
Checklist every Monday of all publications received during the previous 
week. 


Once a week, the Checklist is mailed to all selective depositories. 
Using the Checklist as an order form, the depositories then tick off those 
publications in which they are interested and mail the Checklist itself 
back to the Publishing Centre. These orders are then processed through 
the Centre’s order fulfillment division and mailed out to the depositories, 
free of charge. The full depositories receive a weekly shipment of all the 
publications listed on the Checklist, as soon as it is produced. 


HOW TO ORDER GOVERNMENT OF CANADA PUBLICATIONS 


Canadian Government priced publications are available through a 
network of Authorized Bookstore Agents. Publications may also be 
ordered by mail from the Canadian Government Publishing Centre, Supply 
and Services Canada, Hull, Québec K1A OSQ. Mail orders must be prepaid 


by postal money order or cheque made payable to the order of the 
Receiver General for Canada (unless of course the sender has an account 
with the Publishing Centre). 


If publications are ordered by mail, the Canadian Government 
Publishing Centre will cover the cost of postage if destination is within 
Canada. If shipped outside Canada, 20% must be added to the list price 
for publications. All orders must be payable in Canadian funds. 
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